
Leave/Overtime Requests 

For Approvers 
This presentation covers the following: 

 

• Basic Information 

• E-mail Notifications 

• Reviewing/Approving a Leave/Overtime Request 

• Creating a Request on an Employee’s Behalf  

• Accessing an Archived Request 

 

 

 

 

Note: each agenda item is linked to its position within the presentation. If 
you would like to skip ahead or review a specific action, click on the links 
above.  
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Leave/Overtime Requests: 

Basic Information 
• The agency’s central payroll officer (CPO), approvers, reviewers and 

time entry assistants (TEAs) will have a ‘Review Request Actions’ 

button on in the left navigation frame in I-TIME when their agency is 

using the online Leave/Overtime Request. 

• The employee will not be able to submit their time sheet until all 

leave/overtime requests have been acted upon by the approver. 

• If the employee attempts to submit their time sheet before an action 

has been taken on a leave/overtime request, an e-mail message will 

be generated to the approver advising immediate action is required.  

• If the approver makes a change to the employee’s time sheet, a new 

or revised leave request may need to be processed.  
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Leave/Overtime Requests: 

Email Notifications 
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When an employee submits a leave/overtime request, an e-mail notification is generated and sent to 

the approver.  The e-mail notification will display the employee’s name, pay period number, pay 

period ending date, earnings code and dates requested for the leave/overtime.  An overtime request 

will display XXX in the earnings code field.  



Leave/Overtime Requests: 

 Logging On 
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Leave/Overtime Requests: 

Logging On 
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To access the employee’s leave/overtime request, click on ‘I-TIME’ on the 

Application Selection Menu to get started. 



Leave/Overtime Requests: 

Reviewing/Approving a Request 

Select ‘Review Request Actions’ in the navigation area on the left.  Leave/overtime requests can be 

viewed by time entry location (TEL) or by employee. Once you have chosen your TEL or employee, 

click on ‘Continue’. 

Note: all employees within a TEL can be displayed by choosing that TEL from the drop-down list.  
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Leave/Overtime Requests: 

Reviewing/Approving a Request 

All of the current and future leave/overtime requests will appear for that 

employee or for all of the employees in a specific TEL.  To open a request, 

click on the color coded status link.  

Note: if no requests have been created for an employee, ‘No Requests 

Found’ will be displayed in the review.  
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Leave/Overtime Requests: 

Reviewing/Approving a Request 

The statuses of the requests are color-coded according to where they are 

in the approval process. 
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Leave/Overtime Requests: 

Reviewing/Approving a Request 

When the approver clicks on the colored link, the employee’s leave/overtime 

request will open in a new window. The approver will see the leave summary, 

employee comments, timestamp, and audit trail.  The approver can also add 

comments to the request.  
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Leave/Overtime Requests: 

Reviewing/Approving a Request 

Once the request has been opened for review, the approver has the following options on the request: 

 

Approve: will generate an e-mail notification to the employee stating their leave/overtime request has 

been approved.  

Deny: will generate an e-mail notification to the employee stating their leave/overtime request has 

been denied. 

Delete: will generate an e-mail notification to the employee stating their leave/overtime request has 

been deleted.  This action should be used when the request should not have occurred.  

Cancel: will cancel out of the leave/overtime request without saving the changes. 

Edit: will allow the approver to edit the leave/overtime request.  No e-mail notification will be generated 

for the employee.  
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Leave/Overtime Requests: 

Reviewing/Approving a Request 

Leave requests can also be accessed by clicking the ‘Review Time Sheet’ 

button, selecting a TEL and clicking on ‘Continue’.   
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Leave/Overtime Requests: 

Reviewing/Approving a Request 

The time sheets for all employees in that TEL will be displayed.  If the employee 

has a leave/overtime request, it can be opened by clicking on the request in this 

view.  

Note: this is the same view that would appear if  the approver selected a TEL 

(rather than an individual employee) in ‘Review Request Actions’ view.  
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Leave/Overtime Requests: 

Creating a Request 

To create a leave/overtime request on behalf of an employee, click on 

‘Create/View Time Sheet’. 
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Leave/Overtime Requests: 

Creating a Request 

Once the timesheet has opened, click on 

Create/Leave Overtime Request.  
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Leave/Overtime Requests: 

Creating a Request 

When creating a leave/overtime request, approvers are able to save, submit or 

cancel the request. 
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Leave/Overtime Requests: 

Creating Request 

Upon submission of the request, the approver will be redirected to the ‘Review 

Time Sheet’ view.  
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Leave/Overtime Requests  

Accessing an Archived Request 
Approvers can select View/Print Time Sheets to view archived timesheets.  Indicate if the employee 

is active or termed, the employee’s name, the archive year and a pay period.  Click on ‘Continue’ to 

run the report.  
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Leave/Overtime Requests: 

Accessing an Archived Request 
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Click on the ‘View/Leave Overtime Requests’ link 

inside the archived time sheet.  



Leave/Overtime Requests: 

Accessing an Archived Request 
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Click on the color coded status to view the request.  



Leave/Overtime Requests: 

Accessing an Archived Request 
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Click ‘Cancel’ after viewing.  



Thank You for Participating! 

 
If you have additional questions that were not included in this online 

session, please utilize the following options: 

 

• Access the help button in I-TIME 

• Contact your local payroll office or 

• E-mail the DSP Help Desk at dsphelp@sco.idaho.gov 

• For questions regarding this PowerPoint or for training needs, 

please contact dsptrainer@sco.idaho.gov 
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